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Financial Controls

Financial Controls allow NCAS agencies to restrict account code access at the user level. Financial
Controls are set by using an online eForm accessible by the agency’s financial controller.

1.0 Entering Financial Controls
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1. Select the ‘eForm’ link from the Shortcut Menu.
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Create Request Using eForm

eForms are provided by your company. Select or search for a form to use to create your request.

How To

| Searchl XE]V

Name Description
E FinancialControl

2. Select the ‘FinancialControl’ link.

Note: Depending on the user’s roles within NC E-Procurement Service, other eForm links may also
be available on this screen.

FC82A10: Untitled FinancialControl —
n Select User [Exit

SR E} Financial Controls - Select User

Select the User for whom the Financial Controls will be established. Once a user is selected, click Next to move to the next page. If you
would like to copy the values from another user's profile, please select "Yes", select that user”s name and then click Next.

Select User

Entity: 4z
User: (no value) »

Copy from another User's Profile?  ves

& No

To copy the Financial Controls
set in another user’s profile,
choose the ‘Yes’ radio button. [Exit

3. Select the appropriate user from the ‘User’ dropdown box. If the user is not listed, select
‘Other...” and conduct a search for the user.

Note: If the same financial control restrictions already exist for another user, the existing user’s
profile can be copied. See section 2.0, ‘Copying Financial Controls’ for more information.

4. Click the ‘Next’ button.
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Select User

:

Complete eForm

FC82A10: Untitled FinancialControl

E1 Financial Controls - Complete eForm

Enter valid ranges for each chartfield listed below. No values for a row should be left blank. Similarly, there should be no blank rows. In
order to print the ranges prior to submission, the following process can be performed: Complete data entry and click the "Exit" button,
then select the "Save" option. From the status view, select the FC eform that was just saved, A print button will appear, click "Print" to
display a printable version of the docurnent. Print the document and perform the necessary manual reconciliation. If all entries are
correct, close the print window and click on the "Submit" button, Should no manual reconciliation be required, simply click the "Submit’

button above and the data will be committed to the database.

[ Complete eForm
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5. Click the

‘Add’ button.

F Select User

E Complete eForm

FC82A10: Untitled FinancialControl

P11 FEinancial Contrals - Complete eForm
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‘Company’, ‘Account’, and ‘Center’
restrictions should be entered in the top
section. Project Accounting restrictions
should be entered in the lower section.

listed below. No values for a row should be left blank. Similarly, there should be no blank rows. In
[nission, the following process can be performed: Complete data entry and click the "Exit" button,
e status view, select the FC eform that was just saved, A print button will appear, click "Print" to
brnent. Print the document and perform the necessary manual reconciliation. If all entries are

ck on the "Submit" button. Should no manual reconciliation be required, simply click the "Submit"
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mplete eForm
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To add additional code restrictions,
click the ‘Add’ button.

No items

6. Enter the appropriate code in each column.

Note: Users may copy and/or delete existing code restrictions by checking the checkbox beside the
desired line and clicking the ‘Copy’ or ‘Delete’ button.

7. Click the ‘Submit’ button.
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2.0 Copying Financial Controls

SoloctUar FC82A11: Untitled FinancialControl -
Suse= Bl Financial Controls - Select User

Select the User for whomn the Financial Controls will be established. Once a user is selected, click Next to move to the next page. If you
would like to copy the values from another user"s profile, please select "vYes", select that user"s name and then click Next,

Select User Select the name of the user in
Entity: 4z which to set financial controls.

User: CORR Reques 01 ~
Copy from another User's Profile
Mo

O rlease select a user profile to copy

Copy from User: {no value) vl

al

Select the name of the user’s profile to

copy. [Exit

1. Choose ‘Yes’ to ‘Copy from another User’s Profile?’

2. Select the user from which to copy existing financial controls using the ‘Copy from User:’
dropdown box. If the user's name does not appear in the list, select ‘Other...” and conduct a
search for the user.

3. Click the ‘Next’ button.

4. Review the information and click the ‘Submit’ button.
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3.0 Tips on Entering Financial Controls
1. Allranges must be entered beginning with the smaller value.

2. Once a user begins to enter values for a line, all fields must be populated before the change
is accepted.

3. The maximum number of characters for each field is as follows:
+ Company — 4 digits
* Account — 11 digits
*  Center — 12 digits
*  Project Company — 11 digits
*  Project Code — 11 digits

4. Numeric values are processed before alpha values. For example, an all-inclusive range for
an account would be 5300000000 to 532272727777.

5. If the agency does not use Project Company and Project Codes, or if no restrictions should
be placed on these values, these fields should be left blank.

6. To prevent a user from adding a project company or project code to a transaction, type
“Unspecified” in both the ‘From’ and ‘To’ boxes for that field.
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